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Workbench Document and Settings Importer Utility Guide

How to import document details into a database
Overview

This guide details how to use the document import utility, DocumentAndSettingsImporter.exe, to import the details of a set of documents into a database from a set of external files and folders. The exact details that are imported can be configured, and include document attributes, the actual document content, the document access lists and the document keywords.

The document details must be specified in a certain format, which is detailed in this guide. This is the format that the document export utility, DocumentAndSettingsExporter.exe, creates, thereby making it very easy to copy documents en-masse from one database to another. If you wish to mass import documents from another source, then you must populate the Excel files and the document folder yourself. Also note that any personnel referenced in any of the input files must already exist in the destination database. The easiest way to do this if starting with a blank database is to use the personnel copying utility, PersonnelCopier.exe.
Directions

Importing documents must be done on a machine that has a Workbench client installed. It also requires that the Workbench service is running on your server. To perform the import, please follow these steps:

1. Copy the program DocumentAndSettingsImporter.exe to your Workbench client folder. This is the folder that contains the file AtlasClient.exe.

2. Run DocumentAndSettingsImporter.exe from the Workbench client folder. The program will first try to connect to the Workbench server to get a list of databases. If it is unable to do so for any reason, then a message will appear telling you that it has been unable to connect to the server and the program will close. f this happens then you should check that the Workbench service is running on the server, that the server is at the correct version and that a normal Workbench client can connect to it, and take any necessary remedial action. Once you have done this you should try running the program again.

3. Once the program has connected to the Workbench server the following warning dialog will appear:
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This program needs solo access to the databases against which it will be run. You must therefore ensure that there are no Workbench clients connected to any of the databases you will be using. You should also ensure that you have taken a backup of all relevant databases. Once you have done this check both the checkboxes on the dialog and the Proceed button will become enabled. Click on the button to bring up the main program dialog.

4. When showing the main form the utility will check if it is licensed or not. If it is not licensed the keyword and document access list sections will not be enabled, and no keywords or access details can be imported. 

In this case there will be a License button available to allow the utility to be licensed. To do this click on the License button and select the license file provided by your supplier. If there is a problem with the license file, then a dialog will appear informing you of the problem and you should contact your supplier. If the licensing is successful then a dialog will appear informing you of this and the main screen will appear in its complete form as shown in step 5.
5. Once the utility has been licensed, or if it is already licensed, the utility should appear as follows:
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First you should select the database into which you wish to import the documents from the Database drop-down field. You should also provide the administrator’s password for that database in the Admin Password field.

6. Next you should select the Excel file that contains the attributes of the documents to be imported. The location of this file can either be typed into the Input file field or looked up using the button next to it. This file should specify the details of one document per row of its first spreadsheet, starting at row 1 with no breaks. The details should be specified in the following cells:

	Cell
	Field

	A
	Document title (ignored if Use source filename as document title? is checked)

	B
	Filename of document source file (e.g. c:\documents\quality manual.doc)

	C
	Initial document revision

	D
	Initial document status (DRAFT or ISSUED) (if empty then Default status is used)

	E
	Document category (optional)

	F
	Document department (optional)

	G
	Document type (optional) 

	H
	Document author’s Personnel ID

	I
	Document owner’s Personnel ID

	J
	Document retention period (optional)

	K
	Document issue date (mandatory for issued documents)

	L
	Document synopsis (optional)

	M
	Document user reference (optional)

	N
	Text of entry to be added to document history (optional).  This should contain a %1% placeholder for the document’s serial number.

	O
	The original serial number of the document (optional). This only needs to be specified if Import from list is checked, a keyword file is specified in “Keyword file” or an entry is specified for the document history (i.e. column N is populated)

	P
	The documents review period (optional)

	Q
	The documents review period units (optional)

	R
	The date of the documents last scheduled review (optional)

	S
	The date of the documents next scheduled review (optional)

	T
	Whether or not the document requires scheduled reviews. This field is optional, but should only contain “Y” or “N” if populated.

	U
	The Personnel ID of the user who is to review the document.


Please note that all entries are mandatory unless indicated as optional.

If you are importing documents that were exported using the Document and Settings Exporter utility, then this file will be the one you specified in the Output file field.

7. You should then specify the default retention period for the documents in the Default retention field. This value will be used for any documents that do not have their own retention period defined in the Input file (i.e. column J is empty).

8. If you want to import keywords associated with the documents, and the utility is licensed to allow this, then you should specify the location of the Excel keyword file in the Keyword file field. The location of this file can either be typed in or looked up using the search button. It should specify each keyword associated with a document as a row on the first spreadsheet, starting at row 1 with no breaks. The information must be specified in the following cells:

	Cell
	Contents

	A
	Document serial number (as stated in column O of the Input file)

	B
	Document keyword description


If you are importing documents that were exported using the Document and Settings Exporter utility, then this file will be the one you specified in the Keyword file field.

9. You then need to specify the file to which any problems found during testing or importing of the data should be written. This is the file defined in the Error log group’s File location field. You should either type in the location of a log file (*.log) or look one up using the search button to the right of the field. Please note that the folder containing the file must exist, although the file need not, and that you must have write permission to the file and folder. Also note that if the file exists then it will be overwritten when the data is tested or the import is carried out.

10. You should now click on the Access page. The utility should now appear as follows:

[image: image3.png]Document and Settings Importer Uility

Gorera (5525

- Acsess Lists

I~ Use document business rles?

T Import from st

socessiie [

st g e |

I Sendintemaltasks?

Test

Import

Close





Note that if the utility is not licensed then importing access lists and groups will not be available and a label will be shown to inform you of this. To license this feature please contact your supplier.
11. You must now tell the utility whether you want the imported documents to have any access lists, and if so whether you wish to use the business rules defined within the destination database to determine the access lists for each document, or whether you wish to import them from an Excel file:

· To indicate that you don’t want to use access lists at all ensure that the Use document personnel templates? and Import from list checkboxes are both unchecked. Then go to step 14
· To use personnel templates check the Use document personnel templates? checkbox and go to step 12.

· To import the access lists from an Excel file or files check the Import from list checkbox and go to step 13.

12. After indicating you want to use business rules you need to tell the utility whether or not you want to send internal tasks to acknowledge receipt of imported issued documents to those users who will be on the distribution list. If you do then check the Send external tasks? checkbox, but if you don’t then this checkbox should be unchecked. Please note that tasks will only be sent for those imported documents whose workflow settings require receipt acknowledgement.

Once you have decided on this go to step 14.
13. After indicating that you want to import the access lists from an Excel file you need to tell the utility where the file is and, if the access contains groups, where the group file is. Do this by doing the following:

· If the access contains groups, then specify the group file in the Master group file by either typing in its location or looking it up using the search button next to it. This file should contain details of all the groups and approval templates that are included in the access file including the personnel IDs of all the personnel in each one. This information should be stored as one entry per row on the file’s first spreadsheet starting at row 1 with no breaks. It must be in the following format:
	Cell
	Contents

	A
	Type indicator (A=approval template, G=group)

	B
	Group name

	C
	Personnel ID of individual in group referenced in column B

	D
	Person’s position within ordered approval template (approval templates only – for groups and unordered templates this should always be 0)


If you are importing documents that were exported using the Document and Settings Exporter Utility, then this file will be the one you specified in the Master group file field.

· Specify the access file in the Access list file field by either typing in its location or looking it up using the search button next to it. This file should contain a list of the personnel IDs or group/approval template names that are contained in each of the lists of each document. The information should be stored as one entry per row on the file’s first spreadsheet starting at row 1 with no breaks. It must be in the following format:

	Cell
	Access list entry

	A
	Document’s serial number as specified in column O of the Input file Excel file.

	B
	The access entry type. This must be one of the following:

A
Approval list entry

C
Change list entry

D
Distribution list entry

E
Edit list entry

I
Issue list entry

R
Review list entry

V
View list entry

	C
	Access list personnel ID

	D
	Access list group or template name

	E
	Place in order (For ordered approval lists only – for groups and unordered approval lists this should be set to 0)


If you are importing documents that were exported using the Documents and Settings Exporter utility, then this file will be the one you specified in the Access list file field.

14. Once you have populated all the fields the Test button will become enabled. You cannot import the data without completing a test first. You should now test that all the inputs are valid by clicking on the Test button.
The program will then disable the screen and do the following:
· Connect to the database specified in the Database field and check that the administrator’s password for that database matches that specified in the Admin Password field. If it is not the following message will appear:
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If this happens then you should re-type the password into admin password and try again.

· As long as the password is valid the program will then go through all of the input files that you have specified and check that their contents are valid and, where appropriate, that they reference valid records within the target database. Whilst this is being done a progress label at the bottom of the screen will keep you informed.

If there are any problems with the data, then the utility will inform you of this by displaying the following dialog:
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In this case the problems will have been written to the file you specified in the Error log File location field. You should OK on the dialog, then open this file and fix the problems it has reported in the Excel files before attempting to do an import. If there are no errors or the only problems are warnings, then the Import button will become enabled.
If there are no problems, then the utility will show the following dialog:
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15. Once you are happy that the data is OK you should click on Import to import the data into the database. The program will then disable the screen and do the following:

· Connect to the database specified in the Database field and check that the administrator’s password for that database matches that specified in the Admin Password field. If it is not the following message will appear:
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If this happens then you should re-type the password into admin password and try again.

· As long as the password is valid the program will then import all the document details from the specified input files. Whilst this is being done a progress label at the bottom of the screen will keep you informed.

16. Once the import is complete the utility will do one of two things. If there were any problems, then it will display the following dialog:
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You should then click on OK to dismiss the dialog and then check the error log to see where the problems occurred. Any documents that had problems will not have been imported, but those without problems will have been. You should therefore remove any successfully imported documents from the Excel files before correcting the incorrect ones to attempt to import them again. This will prevent documents from being imported twice.

17. If there were no problems with the import the following dialog will be displayed:
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Click OK to dismiss the dialog and the form will then re-enable to allow you to import different documents or import the documents into a different database. If you are finished close the utility using the Close button.

